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TROUBLESHOOTING PROBLEMS 
“WHAT TO DO IF...?” 


First of all, just keep your cool(!) and, if there is a problem and no one is around to help you, 
then you must allow time to figure it out for yourself. Pull back slightly from your role as 
program host and just let the music of your program (CD) play continuously, to allow time for 
you to follow the various steps below: 


Try to do everything you can to keep the problem from interrupting the flow of your show and 
your connection to your listeners—the music alone will work fine for awhile. Don’t go on the air 
and/or apologize for the problem, or unnecessarily draw their attention to it. Just keep things 
moving forward slowly, keeping any freaking out a private affair. 


Always notify the appropriate Operations Board member about problems you encounter! 


e Transmitter Problems—if there are legal or technical problems with live broadcast 
transmitter operations, call John Zatowski, our Chief Operator who is on call 24 hours a day. 
If you are not able to reach him, call the General Manager. 


e Studio Problems—if the problem is with studio equipment, use the help information below 
to arrange for an alternate method until John Schwenk, our Studio Engineer, arrives for his 
regular work schedule. John is not paid to be on call for studio equipment problems. Write 
notes on the engineering repair log, on its own clip board in Studio A—please be specific 
with as much detail as you can, to help the engineer solve the problem as quickly as possible. 
Be sure to write down your name and the day/time of your repair log entry. 


e Airshift Problems—for no shows and/or emergency fill-ins, you should notify the Program 
Director immediately, if it is a reasonable hour, or use his/her station voice mail. The PD for 
Spring 1998 is Chris Toller—his home phone is on the staff list and his voice mail is 486- 
2956. To get someone to take over for you, the PD may have someone on standby status, 
perhaps a recently cleared DJ without a regular program. You may also call the people on the 
special list posted in Studio A—they are being paid special stipends to be on call for 
emergency fill-ins. If you can’t reach the PD, try the Operations Manager or General 
Manager and you should obviously see if someone at WHUS could help out! 
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So now, let the home movies from hell begin: 


1. The Station Goes Off the Air When You Are On Duty 
Check plate voltage meter (position 1). 
If reading is 0, press the raise button to turn the carrier back on. 
Check another radio to verify that the station is off the air. 
Check the Board and monitor system for problems that may appear as transmitter 
problems—is the monitor in the “Air” position? Volume up? Is your mic on, or your 
guest mic on? Both would activate the muting switch. Also, check the monitor “Program” = 
position to verify that the control board is working properly and sending its signal out to 
the transmitter input. 
© Wait three minutes before trying the position 1 switch again. This allows time for the 
transmitter-relay switch to reset the equipment. If there is a momentary local/campus 
power outage, this switch will allow you to turn the transmitter back on.. 
e [fall above efforts fail, then call Chief Operator John Zatowski—his phone numbers are 
on the Staff List in Studio A. If you can’t reach him, notify the General Manager. 
Write all relevant information in the WHUS Radio Log, with your name, time and date. 
Stay on duty at the station for the rest of your regular shift hours, so someone will be here 
when the engineer calls to help us out. Use your time to do things in the studio, perhaps 
for spot production or to preview music for future programs. 
° Wait as long as you can before leaving, even if the next DJ doesn’t arrive on time. 
Depending on when you leave, no one may be here to let the next on-air programmer into 
the building to do his or her show or cover his or her duty shift. DJ’s are supposed to = 
notify you by phone when they may arrive late for their airshift, so at least you know ~ 
what’s going on. 
e Ifyou are about to come in for your airshift and do not hear the WHUS Radio signal, call 
the studio to verify station status—we may be about to go back on the air, or the current 
DJ still needs to be relieved. You should still try to cover your duty shift to be available 
: in the studio to help the engineer on the phone when repairs are underway, and to be there 
when the station can resume broadcasting. 


2. The Station is Off the Air When You Arrive for Your Program 

e Prepare to begin your program, and sign on the station log. Get your music ready. 

e Ifthis happens during hours when the building is closed, then you must also conduct a 
required facilities inspection BEFORE you begin your show. This will verify building 
status before your shift begins, and protect you from responsibility for what happened 
since the previous inspection was made. 

e Turn the carrier on (raise switch in meter position 1) and take a set of meter readings. 
Play the sign on cart and resume normal programming. Make all required log entries. 
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_ No One Arrives to Follow You After Your Program Ends 


Call the regularly scheduled DJ immediately to verify their status. 

Follow the station log and begin the next show on time. Follow all format guidelines 
listed in the WHUS Radio Program Manual. Do not change our regular program schedule 
unless it is an overnight period with a free form format. Our service to listeners should 
not be affected negatively by these situations. 

Wait as long as you can before leaving, even if the next DJ doesn’t arrive on time. 
Depending on when you leave, no one may be here to let the next on-air programmer into 
the building to do his or her show or cover his or her duty shift. DJ’s are supposed to 
notify you by phone when they may arrive late for their airshift, so at least you know 
what’s going on. 

Notify the Program Director of your situation. He/she will help you get a fill-in. If it is 
late at night, leave a message on the PD voice mail (486-2956) and call people on the 
emergency fill-in list—they are being paid to be on call for emergencies. 

Do not leave the station until you are relieved of your duty shift. This is critical during 
overnight hours, because the 2:00 AM and 5:00 AM programmers will not usually have a 
key to get into the building. 

During hours when the building is open, and you are unable to stay until relieved, once 
you have confirmed that someone is on the way to take over, you can leave a CD playing 
in the repeat mode and that will keep the station legally operating until the next person 
arrives. If you can, try to find a compilation or collection CD to help with musical variety 
during this period. 

Make all required log entries and leave a note on the board and/or station log for people 
who may walk in the studio after you leave. 


_ The Transmitter Meters Malfunction 


Press reset button and try again. 

Make a notation on the Transmitter Log. 

This situation does not require late night emergency phone calls! Leave a note in the 
Chief Operator’s mailbox and on the Engineering Department voicemail at 486-4487. 
WHUS may continue operating for a period without studio A meters, as long as the Chief 
Operator is notified and the problem is documented properly on the station log. 


_ Tower Light Failure 


e If seasonal foliage permits a clear view of the tower site from the Student Union, check 


for visual verification of tower light failure. Look through the window at the end of the 
first floor hall next to the Fire Exit Door, at the rear of the Music Library. 

If the tower lights are on, leave a note for the Chief Operator that the lights are on but the 
meter indicator light on the transmitter control unit is out. 

If the tower lights are out, follow procedures for notifying the FAA within 30 minutes. 
The phone number to call is posted in Studio A—give your name and our call letters, 
location and tower site coordinates listed on the station license. 

Write all information on the Station Log, with your name and time/date you notified the 
FAA. The FAA will be notified when the lights are repaired. 
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. Antenna Icing Conditions 


oo 


You can verify the presence of icing conditions when meters indicate percent power 
decreasing (position 3) while antenna current is increasing (position 2). This is the 
opposite result from normal meter reading circumstances, where increases or decreases in 
one parameter would affect the other in the same way. 

As ice builds up on the antenna, the current level may rise to excessive levels, which 
could cause a major power tube to fail. Depending on the severity of weather conditions, 
plate current levels over 800 milliamps may cause this result—and there is a protective 
overload switch at the transmitter, which may abruptly shut down the system. 

Notify Chief Operator John Zatowski whenever you observe icing conditions. Leave a 
message so he can call back so you can decide about how long to wait before choosing to 
shut down the station yourself to prevent damage to transmitting equipment. 

Icing conditions will produce unusual meter readings that may be off the scale of normal 
readings on the power chart. Remember that even though plate current levels are higher 
than normal, the true percent power is dropping—this means that we are in fact operating 
with less power than normal. 

If the icing is severe, you could mention this situation to listeners, so they will know why 
their receiver is getting a weaker or noisier signal than usual. 

The problem will correct itself as the weather improves and transmitter readings return to 
normal levels. (Note: our new radio tower system will include protective covers 
(“radomes”) for antennas, to reduce or eliminate most icing problems for the future.) 


. Cassette or Reel Tape Machine Failure 


Discontinue use and make a note in the Studio Repair Log in Studio A. 

Use alternate machine, if available and absolutely necessary. 

Until equipment is replaced or repaired, do your best with the other equipment. 

Use the Free Lines in the Patch Bay to route audio between studios—patch a tape 
machine output (L and R) from one studio into the free lines in its home studio, and patch 
the free line jacks in the other studio into its control board as a remote input. This may be 
very useful for pre-recorded public affairs programs. 

If it is too difficult to produce your show because of the equipment failure, use the Studio 
Assignment Switch to change on-air operations from Studio A to Production Studio B. 


DAT Machine Failure 
e For Studio A playbacks, you can re-route the audio from the machine in the satellite 


downlink room into the mono or stereo remote inputs of the board in Studio A. 
Normally, the machine in the downlink room comes up in the patch bay to Studio B. You 
can use the Free Lines described in Problem #7 above to get the signal into Studio A. 


One or Both Turntables or DJ Mixer Box Malfunctions 


Discontinue use and make a note in the Studio Repair Log in Studio A. 

Use alternate machine, if available and absolutely necessary. 

Until equipment is replaced or repaired, do your best with the other equipment. 

If it is too difficult to produce your show because of the equipment failure, use the Studio 
Assignment Switch to change on-air operations from Studio A to Production Studio B. 
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10. You Cannot Hear Anything through the Control Board/Monitor System 


Verify that the channel-input switch is in the proper position. 

If a tape is involved is the machine output indicating playback levels? Is the machine in 
the record mode by mistake? (This may also be a cause for aircheck/feedback problems.) 
Is the channel assign switch turned to Program, Audition or Cue, and volume turned up? 
Is the monitor volume control tumed up in Program or Audition? 

Is your mic or the guest mic turned on, which would activate the muting switch? 

Try headphones and use them temporarily if the monitor/speaker system is out. 

If it is too difficult to produce your show because of the equipment failure, use the Studio 
Assignment Switch to change on-air operations from Studio A to Production Studio B. 


11. You Get Locked Out of SU Room 114—Studios, AP Wire, Satellite System, Music Library 


Go to the Student Union Control Desk—downstairs where they sell newspapers. They 
have emergency keys for all rooms, including doors with the new lock “keyfob” system. 
Explain that you are doing a live program and because you are authorized to be on the air 
you are therefore authorized to be allowed in Room 114 by a SU staff person. 

If the building is closed you are truly in hell!! You have made one of the WORST 
mistakes someone can make in our facilities. You will have to call someone else on the 
staff with a keyfob to Room 114 to let you in. Fortunately, the new lock system allows 
for many possible people to help you out, and you will owe him/her a big one in return 
for the favor! Perhaps the next scheduled DJ could come in early to help you out—a good 
first try if you’re stuck with no one else around. But keep cool and make the calls....from 
whatever office or pay phone you can access. 

No matter what happens, you cannot just leave the station because you are locked out— 
you must get someone with a keyfob to get you in and stay until your duty shift is over. 
All we can say is DON’T DO THIS!! 


12. There is No Station Log Available for the Next Day 


Always change logs at midnight to close one day at 2400 hours and begin the next at 
0000 hours. Sign off duty on the log when the day ends and sign on the new day’s log. 
Extra blank logs for each day of the week are available in Studio A, in a special folder on 
the wooden shelf where logs and music playlists are normally found. This manila folder 
is at the bottom of the top wooden shelf, where new program logs are filed. Please check 
carefully so you use the appropriate substitute log for the missing day. 

Completed logs are always returned to the second shelf just below the new logs. 


13. There is No Music Playlist Sheet Available for Your Show 


Blank playlists are normally stored on the third shelf in Studio A, and completed playlists 
are usually returned to the fourth (bottom) shelf or your block format music director’s 
mailbox. Your playlist data is used to compile reports for music industry publications, 
and they will be returned if you clearly write “return” or “save” at the top. 

Use any blank paper if no forms are available—just use the same format and layout. 
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